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Day Camp Health Care Manager Overview

Thank you for volunteering to lead the health and safety at day camp.  Your job of Health Care Manager is an important one.  The following resources are intended to help guide you through the necessary steps for safe summer.  If you have any questions at anytime, please contact your day camp director or camp director liaison.  
You may want to become familiar with safety activity check points in safety-wise for all activities happening at your day camp.
A current (updated/filled out in the last 12 months) health history form is expected to be on file for each day camp participant (girls and adults), members and non-members.  Day camps may collect these ahead of time or the first day of the session. 

Anyone staying at or working at day camp must have this on file and signed by the parent or self (if an adult) on the first day of day camp in order to stay and participate.
All day camps should use the standard health history form provided by River Valleys. It should not be modified. 
Each health history form is to be reviewed within first four hours of the first arrival at camp by the health care manager. A process should be in place to inform staff of any specific needs for campers for whom they are responsible.  We recommend using Special Needs Alert Form.
Special Needs Alert Form

All health care information should be shared on a “needs-to-know” basis using the Special Needs Alert Form.  This ensures the confidentiality of the disclosed information.  Those who need to know about needs typically include:

· Day Camp Director

· Unit Leader(s)

· Health Care Manager

Others that may need to know--depending on the activity or setting—may include:

· Food Manager (with respect to cookouts or all-camp meals)

· Adult Program-area volunteers (such as those leading activities)

As you review health history forms, consider the following when trying to determine if they should go on the alert form:

· Do any of these considerations require follow-up with parents/guardians?

· Do any of these considerations require medications or additional special attention?

· Will any of these affect/be affected by the planned day camp activities?
Share this information with Unit Leaders on the first day of day camp prior to start of the day’s activities or as soon as possible.  This form is to be kept with the strictest of confidence and should not be shared with any others not mentioned above unless discussed with the camp director first.    
All health records, including the health history forms for all participants, are to be submitted to River Valleys with the “Wrap Up Paperwork.”  These forms are kept on file, in accordance with River Valleys’ record retention policies.  
Medication Management:  
· The day camp Health care manager will collect all prescription and non-prescription medication with information about when it is to be given as well as if it is to be kept the week at camp or sent home nightly. 

· The Medication Information form will be filled out and signed by the parent/guardian for each medication that the child may be taking while she is at camp.  Note: these can be sent ahead of time so parents can bring to camp completed. 

· All medication must be submitted  in the original container and have the original label on the container.

· All medications must be stored under lock (including those needing refrigeration), except when in the controlled possession of the person responsible (usually, health care manager) for administering them.  Both the health care manager, camp director should have access to the key.  It is suggested at least one other adult volunteer also know the location. 
· Exceptions would be for a limited amount of medication for life-threatening conditions carried by a camper or adult volunteer in the unit (e.g. bee-sting medication, inhaler).  

· Prescription drugs can only be dispensed under the specific directions of a licensed physician.
· Nonprescription drugs can be dispensed only under the camp’s written health care standard procedures and with consent from the parent/guardians.  This can be obtained by using the top half of the Medication Information form.  
· Nonprescription drugs on this form can be provided by the day camp but must be stored under lock and dispensed only by the Health Care Manager.
· Allergies:  

· What types of allergies exist?   

· Are there allergies severe enough where anaphylactic shock is a possibility?  

· Will the participant (or the adult volunteer with their group) be carrying a medical necessity (such as an epi-pen or inhaler) with them? 

· If it is a food allergy, is it severe enough where certain foods will need to be pulled from the menu (such as peanut butter or dairy foods)? 

Remember that parents are your partners in caring for their child. Consultation with parents is encouraged on any questions or concerns listed on a health history form. 
Unless the participant is an adult, all communication should be handled directly with the parent/guardian.
Setting up the First Aid Station

As the day camp gets closer, the designated First Aid station should have the following paperwork:

· A complete participant list and unit assignment/location

· A day camp schedule with locations for each unit at all times

· Health History Forms completed and signed for all girls and adults

· Emergency Numbers (emergencies numbers should be posted at every telephone within the day camp site) 

· The Day Camp Health Care Log (provided by Day Camp Liaison)  

· Copies of the Accident/Incident Form

· Copies of the Mutual of Omaha Insurance Claim Form

· Locations of and directions to nearest emergency facilities

· Daily Attendance Records

Each First Aid station should have the following at its disposal:

· One or two main first aid kits 

· A locked container to hold 

· Nonprescription medications that stay in the first aid station

· Any prescriptions brought in by day camp participants
· Extra first aid supplies
· One or two cots to rest on

· One locked refrigerated medication box 

· 3-5 extra water bottles
· Drinking water
· Paper cups
· Toilets/Latrines (in first aid station if not nearby)
First Aid Kits

At each River Valleys’ site there will be First Aid kits available for use by any day camp.  If a day camp is held at a non-River Valleys’ owned site, it is recommended that at least two complete first aid kits are available for use.  Please see recommended First Aid Kit items for a list of what should be included in your kit. 
Administration of First Aid

Any first aid administered on site must either be self-delivered (such as the application of a band-aid or gels such as sunscreen or aloe) or done so by the Health Care Manager or other trained volunteer.  Because day camp health care consists of very basic procedures, day camp volunteers are not authorized and cannot offer any type of care that either goes above and beyond their training and/or what the parent/guardian consent offers.  
Documentation of Health Care at Day Camp

Any and all health care given at day camp—including regularly scheduled doses of prescription medicines—need to be documented in the day camp’s Health Care Log.  Health care logs are supplied by River Valleys.   Examples include the following: 
· Application of band-aids for cuts and scrapes

· Administration of medication (whether prescription or over-the-counter as provided by the parent/guardian)

· Obtaining ice packs for burns

· Obtaining a sports drink for dehydration

It is expected that at the end of the day camp that all health care logs will be stored by the day camp leadership team and easily accessible to reference as needed.  

Completion of First Aid Notification Notes
For day camp participants under the age of 18, First Aid Notification Notes should be completed and sent home each day with those who visited the First Aid station for any condition that would require further treatment, care, or consideration at home.  Not sure if you need to send a note home – err on the side of sending a note home! 
Completion of and submission of Accident/Incident Form 

The River Valleys’ Accident/Incident Form is  for use with any accident/incident that (a) is severe enough that it does require an off-site visit or (b) one that may require a follow up health care visit.  The Accident/Incident forms should be used for accidents and instance of non-emergency medical care (such as a trip to the clinic for a twisted ankle).   

The River Valleys’ Accident/Incident Form must be completed and submitted to River Valleys within 24 hours of the accident/incident.  These can be emailed/faxed directly to the River Valleys’ Business Services’ team as soon as they are complete at 651-227-7533
Crisis/Safety Management 
The River Valleys’ Crisis/Safety Management form is for use with any situation that:

· Threatens the safety and health of girl and/or adults of the Girl Scouts of Minnesota and Wisconsin River Valleys

· Adversely impacts the River Valleys’ finances or property

· Results in negative coverage from the media

· Cause opposition in the community

· Any time when 911 is called and/or a police report is filed*

*Copies of the filed police reports must be submitted to (a) your camp director liaison 
This form  must be completed and submitted to (a) River Valleys’ Director of Marketing and Communications and (b) your camp director liaison  immediately following contact with the River Valleys’ operator-assisted service.  
Logging Health-related Day Camp Communication

To help document communication with parents, River Valleys’ strongly advises all day camps to log every communication, attempted and completed in the communication log.  Even if a message is left (with a person or answering service), document who/what the message was left with and what the message was.  If this is an emergency, continue to attempt to reach the parent/guardian until they have been successfully reached and spoken to directly.

Monitoring the Weather

Each day camp should have a weather radio to monitor for weather conditions such as storms and high heat or humidity.  By monitoring the weather radio throughout the day, the Health care manager has the ability to keep the day camp director informed of any possible, developing or imminent weather.
Emergency Action Plans

Emergency Action plans, or EAPs, are provided for all River Valleys sites.  A template is provided for Non River Valleys sites.  The Health Care Manager will need to ensure a current copy is available, reviewed with all volunteers, and readily available in case of an emergency.  At this time, you will also want to use our template to send a letter to any local emergency officials to notify them of your day camp location, dates and times.
Training and Safety Drills

Emergency Action Plans should be reviewed in their entirety with all volunteers (both adult and older girls) with special attention paid to the specific roles the volunteers will take on in an emergency.  When covering these plans with volunteers, it’s important to consider the following:

WHAT do you teach the Day Camp volunteers?

AND

HOW do you teach Day Camp volunteers?

For those who have rarely played an active role in an emergency, the best way to teach emergency procedures to volunteers is to discuss it, walk through it, and run some practice drills prior to the first day of day camp.  This allows all volunteers the chance to ask questions and really understand what is going on around them—especially the “behind the scenes” pieces that may help them to put it all together.  

You will need to have a practice emergency drill during the first 24 hours of day camp.  This gives the volunteers and campers the chance to practice and know how the plans work. This is also a hands-on experience for the day camp leadership team to evaluate how the plans work and if any modifications need to be made yet to the EAPs.  

For River Valleys sites, the drills should be practiced in conjunction with the Resident Camp staff and campers. 
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